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ABSTRACT • . " 

/ The document serves as a step-by-step guide, for 

career education administrators, consultants, and directors in 

■preparing a program for the utilization of coiafunity resources in 
schools. Two methods of utilizing resources are the operation of a, 
service which keeps a file of persons iiiaiing to serve. aS" resources 
in the classroom, and the publication of a directory of such persons. 
Minetfejx procedural steps for establishing a resource directory are 
indTfldualiy described in detail. Supporting materials such as forms 
for • gathering information, sample letters, evaluation_f orns, and 
other procedures are 'presented for each step where relevant. .The 
guide has Keen field-tested by th^Westsid^ Area Career/Occupations 

^Project in Glendale, Arizona, anS the Washirigton Elementary School 
District in Phoenix. (EC) \ . 
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Introductipn ' / 

^ Thank you for your inquiry.' . 

This booklet has been written for use by administrators. 

'\ . 

^ consultants and directors and is designed, to serve as a^guide 
in the preparation of a Program, for the. Utilization of 
Community Resources in Career Education. Although many 
variations are possible and will exist due to differences 

, betweeh. .school districts, two methods are most successful 
In contacting and»utilizing Resources ^ \^ 

. 1) Operation Of a Service which keeps an updated 
rile or all juarsons willing to serve as 
' resources In. the classroom;, The Service. ^ 

takes the major responslbll:lty--f or arranging: / 
the resource by >f illlng requests made by 
.the teacher and/or student. 

^) ^ Publication Of a Directory of all community 
personnel willing to serve as resources in 

' the- classroom. Generally thi? directory 
is self-contained and lists all the 
information a teacher needs to determine 
which resource will be most" appropriate. 

In thiSLbooklet, the Table of Contents is arranged in 
such a manner as to list the steps in establishing a Resource 
Service (method #1) and when necessary, further .information 
iSlTeach step is provided on a designated page. To establish 
a Resource Directory, (method #2) follow all steps as listed, 
omitting those marked by an asterisk (#13, 15, l6, 18). 
With the exception of these k steps, the process for 
establishing the Directory and the Service is identical. 

This booklet has been written and field-tested by the 
Vests ide Area Career/Occupations Project (WACOP) and the 
Washington Elementary School District in Phoenix, Arizona. 



Through WACOP the Cooperative Community Resource Service 
(CCRS) was established in February, 1974 and to date (June 
1974 ) has arranged /or at least 3 resource exposures for 
3»700 students and teachei:s' in elementary and high school 
levels.^ 

Two important pdints should bg'.^c'onsidered: 

1) Although the examples given here are within 
the scope of Career Education/ the steps 
given here^are applicable to beginning a 
prograjn of any scope • 

2) The benefit of such a Program is great and 
its use should not be limited to schools' 
only. Many community organizations and clubs 
(Kiyanis, Girl Scouts, Boys Club, Historical 
Society, etc.) use resources frequently and 
should be kept in mind vfhen determining who 
the Progrjom will serve. 

*^ » 
' /• 

If you desire, further- inforinatio'n, please wri'tej, 

Mr. John Glur, /Director 
Westside Area Career/Occupations Project 
^ 6000 W. Olive* . 

Glendale, Arizona 



Good Luck 1 1 I 
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*Hot necte's-sary'for establishing a Resource Directory 



STEP # .1 . - . 

Define the Term ""Resource" for your' Pfogram 

« 

^For years teachers have been bringing guests into the 

classroom and clubs Jhave been bringing speakers to share 

irtforraation with students (or menbers).'and^have further 

involved the conununity through field trips, work programs, 

■ ' . , - ' ■ / ' " - - , 

etc. So community involvement is nothing new: it's Just 

getting more sophisticated, ' ' . , 



-The term "resource" is used- here ■••J; o imply an unlimited 
scope of services ajid information which can be provided by 



he 'community. 



For example^ community residents can: 

/ 1) /rrahge and host field trips ' 

2) Send tools and' materials to the classroom for 
display . - . / 

3) Speak to classes on fheirr^ / 
jBL.) occupations • - 

travels " . 
hobbies . _ . 

\inusual experieAce?? 
-'kQOwledg^* in specific areas (ancient 
/Mayans, current events, liow to administer 
'artifical respirations, etc.) 
f ) specific abilities (reading Braille, 
building miniature models, speaking a' 
foreign language )\ 

4) Volunteer to tutor students in^ various 
academic areas , • • 
Volunteer to serve as teacher aides 
Provide films, filmstrips ^nd pamphlets on' 
various-topics 

7) Demonstrate a skill in connection with a 
particular subject area (how yto read a 
Veather map; hovr to speed read; how to draw 
a model to scale; hov; to drive a truck; hov; 
to use a terminal computer.) / 
8^ Present a play, puppet shov; or recital / 
9) Bring a vehicle that is essential to his/ 
work (or way of living) and explain and/ 
show it to students. (see page -v. 23 ) 



10) " Bring a collection .(lanti.ques , watches, barbed 

wire) to share with, students 

11) Sponsor a Job Observation Day where a student 
spends the d'ay. observing ' him- in his work .. 

12) Serve" as iiason contacts to other resources 
-13) ' Participate in a Career Day featuring many 

resources on. one of the above areas, (see 
pag e. 23 )- ' . * 

"What services do you want reso.urces to pr.oyide? . What 



will be the scope of your Resource Program? .\lhy not ask 
the teachers' and students? 



STEP # 2 - . \ 

i 

Assess the Need for the Program 
and Determine. Who Will"^b^ Served by It 

In developing this program you will want to make it as J ^ 

effective as possible in- meeting the needs of the staff 

and students in y^r school (s). A questionnaire will 

.provide a dlear indVcatiori of the need for the prograin' 

in your school or arM. and of the areas in which the 

needs are most import aht. (.For a sample of the questionnaire 

\ • * 
we used, see next page.)\ ' . ^ 

For the Service . \ \ : 

" ^ • ^ 1 ■ . . . •! ' 

Ij If you have a large school distrlict, you may want 

-to distribute -the need's questionnaire to each school:. 
\ Bas^d on the results of ^ac.h school's expressed need, 
\ •.compile a list of schools \to be served beginning with 
I the school /most desiring tha Seri)-ice. Start small - 
. with! only a few schools - until procedures are ironed 
.-out, then add schools as yOu" f eel the Service can . 
handle them. ■ " , • ' 

2) If you have a small schoo'l district, plan on serving 
all schools immediately, but be sure to 'determine the 
jrie.'ed by distributing questionnaires to all schools first 

If you plan, on serving other school districts and/or 
(Community clubs and organizations, the same procedure ^ 
outlined in #1 above will be most effective. 



Plsplay A 



COMMUNITY RESOURCE SERVICE' QUESTIONNAIRE 



Several teachers in our school are nov; in the proce<^s of 
explprlng 'the use of a Community Resource Service. Would you 
please fill out the following questionnaire to help us in •• ' 
designing the service to meet your needs and return it to the 
office by Wednesday. . ) ' " , 

- " Thank you. Resource Service Committee 



-2. 



c 



4. 



5. 



Do you think the use, of Community Resources would 
enrich your program? 

If you have -us€d resources in^the past^ Approximately 
how many during the year? 



YES 



In which of the following areas would you want to 



lifiie commiinitry resources: 



To provide Information on a Job | or Job area 
"^o provide hands-on experience i ' , ^ ^ - 

'yo teach a mini-unit on relating a school, subject 

to a career area 



To display and explain 



"(fire engine, helicopte 



a hobby 



TPo demonstrate us,e of d particular tool of trade 
^o participate in a Caijeer Day featuring vehicles 

armored car; 



etc. ) 



To participate in a Careisr Da^' featuring speakers 



Other 



Would you like*^ to' have a "packet of activities for use 
as an' introduction and/or follow-up to the Community 
Resource? 

Would you use. a service which wouiji contact and . ' 
arrange for Community Resources at your request 

OR _ 
Given, a list, would you prefer to- call the Resource 
yourself? * . 

-.thjej^^^source was arranged for you, would you want 
the opportunity to speak to the Resource before he * 
comes to your class? ^ 



NO 



a year 



GRADE LEVEL 



SUBJECT AREA (S) 



C lub/Or gani zat ion 



Members are mostly 



Youth 



Young Adults 



Adult 
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For the Dir e ctory \ 

1) Questionnaires should be completed froni each sehoTol 
t^. before dlstributliig the Directory: ^ou should 

probably print - eiiougii booklets Vor §• the teachers^,/ 

. -in all, your spiiools. Chances ar^e small that ev^^y^ 

teacheir inyeac]i school will use resources immediat;ely; 
theiiefore, you can safely aatsiome t\i8it your community 
resource volunteers won^t be swampeci by calls once the 
Directory is distributed to the entire District* 

2y ..-^If ^you plan on making, the directory available to other 
|v^^^.. .'schools and/or community clubs and organizations, 

^determine if and how you want to distribute the 

. Directory to them> Where Directories are 'sent to Clubs, 
C 3-. "M only /one. copy will need to'be sent (to- the -prpgre^fi 

' chaii\mah. ) 7 It would be wise to keep a record ; Of";^tny 
-r^ schools,, .clubs, «,ptc. which received copies of the^ 

"-.Directory. ' 



STEP #-3/ ^ • ^ ^ 

' 17" , 'Decide Upon the Method of Contact 

"1 to be Used i\n Arranging Speakers 

— ^ \ ' ' ^ . 

Several. factors, will determine the best method for 
jrour program: ' " \ . 

i|~What- were the results of the needs questionnaire?'* 
• 2j Which method was preferred by your teaching staff? 
.1 Wha^ funds and facilities do you have Available? 

.1 4) What priority dlbesl fiiis Program have in relation 
to other programs in your district? I 



The tollowing information ^may- help you to .determine 
1 method w^ili be 

The Resource Service 



which method w^ill be most effective for your di^btrict: 



Arranges for, speakers through one central llocation:' 
.provides a place where teachers and resources • can^ 
call .for* information, ect. 

'\ 

Has at hand all information relating to the resources, 
the^ program, etc . 



Assumes the responsibility for contacting, arranging, 
^and thanking the Resource and for sending and receiving 
the evaluations t — - . • , . 

Is constantly updating the Resource File and^ contacting 
nev^ resources 
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* Servhs in an advisory capacity when teachers iice 
^deciding what resources would be _^most appropriate 
for their class . / ' 

With the Resource 

* . Devotes 100$^' of its time to the Resource Prj^.P5m — ^ 

* Requires a full or part-time secretary and use of 4 
telephone 

* Provides for a uniform procedure in contacting and 
scheduling Resources 

The Respurce Directory ' ' _ 



Is l^ss e)q)ensive than the Resource Service 

' " ' \ ' ^ 
Can \be placed directly in the hknd^/ of te<ache3?s 

I ^ * 

Lets the teachter-determine which resource to call 

Gives the teacher the opportunity toi speak directly 
to the resource 



Gives the teacher 'the total responsibility for 
contacting, arranging, thanking the resources 

Must be. retyped and reT)rinted when it is updated (we 
. suggest, every 4 months) ' . - - , 

Provides annotated information, on each resource 
I ' . . 

Carjries "little mai-ntenaoce cdst;' staff is needed only 
to- compile the initial Directory \and then to update ' 
every months . ' * 



eV^ 



** .^^The Resource Direc-tory can -be converted at any time to 
. .a Resource Service \ 

Necessary Expenses \ 

J*' * \ 

Resource Service 



1) Personnel- available to contact potential resources 
on^dally part/full time .basis (we hired one woman- 
30 hours weekly) 

One^ 5 X 8 file card fbr each resource contacted 
Use of a telephone for daily ^use (we installed a 
private business phone) 
4h Use of a 'typewriter and duplicating machine 
5j) Stationery and em'^lopes to be used in v;riting 
conf irmation> and thahk you letters Resources 
Paper for duplicating necessary form^^. 

■■ ■ ■■ , 13 , 



/ 



/ 
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■II 

Resource Directory 



Stamps or mail service , ^ , 

Office or space available for location of the 



1) Use of Duplicating MacHine 
/^gy ^ Enough paper td print a directory every- 4 mooths 

3 J PeJrsonnel available to compile^ print and distribute 
the directory ^ » 
' »rj One 5 x'8 fiUe xard for , each resource contacted/ ^ 
^5.}:. Use of a telephone for initial and updating .con'oacts 



STEP # 4;. . 



Decide Upon ahd Chooge the Staff 
Needed to Set Up\tiie' Program 



This Is a toughie - but wco^n safely say that at least 



one person should be' available ori; a^^^ daily basis to coordinate 

~ — « ' * *^ / 

ix,\l the beginning necessary step S;^"' 



I 

J 



Preferably, this person, should have, a committee of 



persons helping With the; telephone and mail cohtacts 

. ' ^ ^ ■ \ 

necessary. This committee cap be parent volunteers, teachers, 

teacheris .aides, even c^P^^''"® students.- It the Directory 

-method is used., a typist and 'facilities for printing the 

Directory .must 'be available. ^ - ' • ^ 

;* . If the Service .Method is used; at least , 1 Service 

si?retary- must be ^available,, on -a part or full-time basis 



•once the Service opens^- 
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5. 



-I " Decide'"*Upon ihe Scope of tjhe Program , 
and .the Information Needed ^From Each Resource 

The purpose for aevelonln^ a Oonmunity Rei^our'^e Pf^o^jrain 
is to make availablfe to the< students information . presented 
by various worker's about occupations in the world of^ work. 

Depending upon 'the scope of- your Resource Prograyn^ tptl>er 
Hinds of information may be available to students - the 
scope is depenjient upon the needs felt by schc)ol personnel., 
(see page ) ^{Z - ' \ ^ I 



Base'd upon the results of the questionnaires, decide whaf; 
^kiadM of information you v/ould like made ayailable through 
'the Resource Service and then upon the information needed 

from each ^potential resource. 



The model pro\cided, here, ^s very concise, (see following 
page)' allov/ing ^for specific information from 'the resource ' 
contact. Your fqpm will^ reflect your needs - hov/ever, even 
the most brief questionnaire should be typed on a 5 x. 8 card 
and should contain information cbnc|ernlng": • " - ^ 

1.' Name and title of thj^^^contact 
i 2. Address and phone haifiber ^ 
3. Service which they are able and willing 
to provide • 

Grade. level with which they prefer to vrork 
^5. Any limitations qn.^ their time (once a month, 
Mondays only, etc'.') ' , * . 

6. Preference, as to size of group • 

7. Source of contact (where did you hear* 'about 
this resource) . ^\ ' . 

■ >The valjue of using cards to keep track of resourceis 
and volunteers has been proven again and again. Th^i' are- 
ing^ensi/e., can easily be obtained and c^n be printed on 
mimeograph machine: . . ' . 



Uispxa y . D 
Resourc,e File Questionnaire Card 
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I Decide^ Upon a Proce^dure \ 
€or Obtaining the. InTormation 



I I uovjiiocu.; lov 'JoraacciA:; DQCfintiai resouroeo are. \, ; 

^ . ^ ■ ' ' < -.4 

varied; all are effective but some vare more appropriate' ^ . 
/than others • The following procedures were acll syiccjess fully ^'^^ 
used to contact conununity personnel; 

1. Call the potential resource directly, introduce the ^ 
concept of the Service and ask for his participation. 
If he agrees, obtain the necessary information (for 
his questionnaire contact card, see page 7 • ) 

rtght then/Cfn the telephone ^r mail the questionnaire 
^ to the resource- , (enclose a 'sejtf-addresded, stamped 
envelope for return.) - . 

2. ' Send 'av letter or note to^tjhe resoUrce explaining, 

the concept of the Service and requesting the ' " 
resource to inform you (by telephone, return mail, 
etc.) of his interest in participating. 

■ . 3# Put announcements of 1:he Resource Service In 
t^.^'i'^*^- ' local bulletin.^- (church, school,' etc.. ) Volunteers 
can be asked ^to contact a represeht'ative of. the 
Sery^lce. Contact cards- can be completed by'-'phoiie 
*j or 'jfriail. ^ , , 

I ; Of coarse, you'll revise' these procedures to suit; -your 
own needs; however, there are two masts: 



1. Be sure^to have a completed contact card dn each • 
resource. -'•^ - . ' " / « ' ' 

2. • Be sure to ^contact each resource by phone/ if for 

no other reartpn than to reconfirm the infl^or-aation ' 
on the cor^tact card. The call will be v/ell worth 
'the , time *and Will, help establish a pers6jfial 
rappoi^t with' each resource. 



■ ^ ' 'I 

VJhichever procedure (s) you us^, be sure you: * / 

. ; ^' ' / 

1. Explain that this is on a voluntary 'basis, 

ui^fortunat.aly, school finances donft allovr / 
for remlme rat ions. 

\ 



* 2. Exiplaln that "professional ,j^p.ealclng ability" 

is*not necessary op^^ig^j^ah aCLv^ays defjirable. An. - 
audience responds ^o' a sin&ere,, tnlVt'mative 
and interesting presentation, not to a 

^-^3. Mention^ that they will be contacted again as 

the list: is updated and will have the option ^ 
of not. serving on the new list, 

- ' Explain that you appreciate that their first , 
responsibility is to their job , and that In ( 
case of a schedule conflict, they can bertainl^ 
refuse or, in Extreme cases, cancel a teacher ^s^- 
request, 

' , \ » 

5. , Mention that they will be called when you receive 
a request for their 'Specific a-rea* and that, there 
is the t)os6ibility -of their no;b being called for\ 
several months at a time, , - . \ 



STEP # 7 ' 

^ ^ ' ' ^ . Write an Information Sheet _AfeQut_^^ 



^j^^' While -.this, may appear to be an unnecessary f rilly you 

' • will find ^hait many^ potent ial resopxe. volunteers wii;L want 
to knovr morje about the Progr^im before committing thejpselves. 



. ' . ' If you are develo'pingv your Program through . a Career 
Education Project, no doubt. there are pamphletsTbooklets 
av§iildble which discuss Careet Education in your state. If 
no booklets are available/ or if you are not associated v/ith 

*a particular, program, you can send a brochiire about your 

\ 

school district and an information sheet explaining the 
purpose ^f your prograan and the many services you ^feel 
:*'res.purces can provide (page 1 , for example.) 

The following information she^t was d.eve loped for our 



program: 



I 
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9. 



Program Information Sheet 



About the Cooperative Community 
Resource Service 



In February 197^^, the Westside Area Career/Occupations 
Project (WACOP) began operation :0f the Cooperative Community 
Resource Service. - ^ 



WACOP is one of 20 statewide projects in Arizona* funded , 
with state monies and works-with teachers to * incorporate 
Career Education into the existing school curriculum. WACOP 
works with 53 schools. Grades ,K-12 in Western Maricopa County. 
\and employs one director,. 9 . consultants, and secretarial 
s^ff . Eight consultants hav^e office's in various, schools 
sei^ved by the Project and function on a .one to bne basis with 
teacher's, one consultant is in^ charge, of/the Media Cepter 
whose primary function is to serve as* a preview '€tnd evaluation 
Center for all commercially produced Cslreer Education Media. ' 

\ In response to requests'TTf 6m business and schools, the 
Cooperative Community Resource Service (OCRS) was established 
to provide a uniform procedure and central agency for 
.^scheduling resources into. classrooms and also serve as a 
catalyst betwee^'the resource and teacher. .The service was 
started by one of the^WACOP Consultants who serves as advisor 
to the .S^ecretaryJ of the Seryice. Currjsntly serving 5^ schools, 
the CCRSf' plans op Increasing its use to those schools 
expressing a need 'X6r the service. . , 

Currently the Servic-e has 3^2. resource vblunteers on 
file and hopes' to -increase this number by^r^O^ during the 
7^r75 school year. / , 




/ 
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10. 



STEP i 8 



Decide Upon the Population to.be 
^ Contacte'd and Begin Contacting 

This will dejpend on cne scope of your . Program but in 

order- -to' provide .the teacher with a variety of resources, 

it is suggested that resource contacts "be available in as 

many -different Aareas as possible. The following v;i 11* .' 

PJPyide. a place fr.om which potential resources'can be 

obtained. For k more detailed explanation pf contacting ' 
£-- fi . r-:-- - ■ z-r- - . ■ < - . ■ 
each, of the* following, write' for the booklet "Surveying, 
t&£i--:e.-T. : .- --t ■ • ■ .- •- * \ 

■:the Community" . (see page ii for address). ' 



: l!arent 3; - _ ; _ - - 

"■What better way tq get Mom and Dad iri.volv.e.d? Parent/teachei* 
Conferences of fer /an opportunity to mention the Res'ources 
Program" to parents. An important point here .is askingi those 
who volunteer if ./they will go to other ^.schooi's or serve ' 
§>nly at your, school. (Some parents' ^o^ltr should be 
respected.) ' . • ,-^t1 . . ,-. 

C lubs and Ass.QCj.at.io,ns t ^ ■ - 
^ihe' Yellow Page^ is probably as g6od a guide to this source 
as any; There /is usually a program or public information ^ 
chairman to contact who\will give you 'necessary information 
^bout cpntaotlhg their members. The Club/may already have 
an existing list of' volunteers. ' 



X, 



Already ..Existing Lists ; 

Many proressionai organizations have compiled Alists which 
-they will share with' you. In many cases, they will refer 
you to the chairman in charge, of sneakers.. In this Case, 
the chairman I s;'nkrne v^ould be in yoiir" files and you would 
call him tp aTr'ange 'speakers for you. His questionndfre 
contact card. 'would indicate, "Will -arrange speakers in the 
area(s} of ■ , ' . ". 

qO-pP Teachers . . ' . ' ^ 
in 'High Schools where 'students participate in Coopei^ative 
Education Programs, the Co-op student can be invited to- 
s,erve as a resource to discuss with students certain aspects 
of- his job. This has-^-he' double advantage of bringing into 
the classroom a resource with whom studep-^^^^Qan identify as 
well as serving to strengthen, the cooperati6n\between 
.elementary and high schools. ' , 

Teacher Exchange^^ ^^ . ^ 

Essentially thi^' involves teachers serving as resources for 
each other. Most teachers have rich and varied backgro:unds : 
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two teachers can S;rade classes for 'a TD.resentation or a 
■ ■jeachei'^can be a resource during a free planning period. 
Administrative approval is^ probably necessary here: in 
aiany cases, the teacher will serve as -a resource herself. 

Never overTook this goldmine ! When all e-lse falls, you 
can usually find what, you're looking for by skimming and 
calling. . . . 

' ^f.^j'r^^"^"^ Communit ies 
li- there is one locafed near you, a directory of the community 
wiiJ:.ui»«ally be available (sometimes at a minimum charge. 
In many cases, there is a member of the retirement community 
who will contact resources for you. ' . 

GoVeirnme nt , . . > ' 

branches o"f the government (particularly the Armed Services^ 
^re available as resources - All government agencies are'/' 
s-'Jlsted in the White Pages under ''United States Governmeri't . - 
Government representatives are excellent -sources-a directory ' 
is usually printed which lists all the representatives, 
•senators, their respective districts and occupaTtlons. While 
availability may be very .limited, this is an eoCcellent wa^r 
to. involve your representatives In the school program. Don't 
overlook local city and state government -^as - sources, also. 

N earby Bu's ine s se s -.^ . < . 

If Shop ovmers can be available, they are usually very - 
effective. One word of cautioh-they should understand" that 
the primary purpose of -the service is to impart information 

and that'. any customers that may come as a result of the 

presentation should not be solicited a^t the presentation. 

Friends^- and. Relatives 

Vour own aiscretion can be .used here-ih many' cases a friend 
or relative- is able to serve ^s a resource and is very 
willing to do so. r . ■ , ^ . <, 1 . . 

U niversity Clas ses \ ' ■ ' 

If membersjof fHeHesoui-ce Committee attend college classes, 
many times fellow students woiiid be willing to serve as 
resources'. Teachers of thiesd classes often agree also. 

Referrals' by Word of Mouth 
probably where you" 

5 surprised how wil „ r—t--^ -"kb'^o 

persons-you'll even have people calling you Myj 
yialunteer their services after hearing about yo^^r^ogram 

Chi^ber ct^ Commerce ' . . f « v , 

We knowf.Jr one case where the Chamber of G^nmerce cooperated 
to the'- extent of sending quest ionnaires/lo all/it's members 
and then -v;ent.. the extra mile by compinng and print ine: the 
Resoiirae: Directt)ry.' It ' s worth a. fry .1 



' STEP i'- 9 



Decide Upon a- Pro.cedjSre for Compiling 
the Information and /Begin Compilation 



Efefor-^you know it you'll have contact cards all over 
the place: the following -me/t hods of compilation can be 
used (jwe, suggest 'the fir^t) 



1) 
2) 

♦ 

■3) 



^rrange the cards l'n/al?habeticai order' according to 
tfie occupation of jt^e resource. 

Ciategprize the caifd'g by oc.cupational areas- (you can , 
2'™/S?®„^5 Occupational Clusters). For examole' 

P^LIC SERVICE, I^ANSPORTATION,-.COMMlJNIGATION,.etc. ' ' 

/i;rraiige the oard^s- accordihg- to sja^vice provided by " 

S.^l?SS^AWq°7?j^^Ti?;K*^^^^^^.^^^^ "^^P SPONSORS, ' 
II !.AgHER. AIDES, ^etc. Within each catagory, cards can ' 
b(j filled as suggested in #1 above. . ^ 

/ ■ . . ' ■ . i 

^) Airrange the '94rds alphabetically be last name of the 
ripsource, type a master list which lists each person" 



aiLphabetically by. last name and indicates necessaiyl - C 
li)foraation' about the services provided. For example jS'r 



i(^iiee' below/) :- 

/ 



NAME 01: RESOURCE, 



-1'. • Befi:rd§Jfy, Ron 

2. Greien^fay, Susi 

'X / 
3* Johnson, Sam 

■4. Jon!2S, ,Bill 

/ . 

5. ^cl;i^er^^^^ing6r 
S. / ^h1i];ej B. J. 
'NOTE: 



MASTER LIST FOR RESOURCES 
NAME OF OCCUPATION 
Bookifeeper* . , 

. Keypunch' Operator 
Horticulturist 
Cashier 
Florist ■ 
Accountistnt 



d:P-%.Xx0.r. 



Whichever Procedure' you use, "a cross filing system 
Vxll probablysb.e,,.,ne.c.esaary .,and, can easily be ' 
ijccomplished by placing color codfe'd • tabs on 
iippropriate cards. For example: ^ 

Illue tab indicates: will go to one particular school only 
C.reen tab indicates: hasn't been called ye't-is very 

J. ^ , willing to serve. » 

Gtrange tab indicates: will host a field trip % 
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The only obvious note- of caut.ion here is: 1) to keep a key 
which refers to each color code and 2) don't go crazy with 
cross-reference^%^ (threp should be maximum) • 

by one of -a- coinb.ina^tlon of the above .methods, then the 
Directory can, be typed directly from, the cards^ Appendici.es 
at the back of the Directory are used for cross-referencing. 



STEP #10 . ' ' ^ 

Decide Upon, a Method of Evaluation 
' of Resources and Updating of Information on File 

The"only way to determine if the expressed" need is being 
met is to receive feedback from the teacher, the students, 
and' the resource'.. \ . 

Through the Service, evaluations can be sent to the 
teacher, the student and the resource. The Service should 
receive and compile the resl^ts of the evaluations for 
1) reports 2) reference regarding the success of any 
...resource 'a^'pVar^ce 3) ^suggestions in improving the Service. 
If the evaluation is easy to complete, concise, and provides 
for 'additional comments, it will have a good chance of 'being,/ 

completed and returned. *Sajnples of evaluations can\be / 

^ . . ' ^ * / 

f oupd in Display H . , > . \ ' / 

Updating- the Contact Carcjs 

'■ ' / 

Every '4 months is a good time spah to use in updating 

■ ' , ' ■ ' / ■ ' 

■the contact car4sj thus, if your Service is operational 

all year, you will update 3 times; if operational during 

•'school months you will update twice yearly. 
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Two me!th9as can be 'used: 



1) 



2) 



person for whom you have a card. Thl's way 



Call eacj 

you can: ' ^ 

b> ask the resource if he's enjoyed his visits" 
c) ask, -the resource If he will remain on file for 
another -4 months.. 
,-d) answer any questions the resource may have 



Send a note to. each per^son for Whom -^you have 
■explaining the updating procedure now taking 



a card 

- - . w . ^. D place . 

^nd stating that unless you hear from the resource, 
pu will assuage he will remain on jTile for another 
4 months and t,hat all the inf ormsailon on his contact 
card is still porrect. Provide .your telephone number, 

We prefer the first -method because ofothe personal contact 
an4 the accuracy of the contact. \ 
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STEP #11 ... 

Conduct a Search for Activities 
An introduction and follovr-up to a resource not only 
provides enrichment to the information presented, it sets 
.the^s-tage for the resource to-be an integrated". par1| of 
whatever the class is currently studying. A resource can. 
be of very little or very great value depending, in part, 
on how prepared the\class is: thus -the rationale for 
Including this section as a step in setting up the 

Resource Program. " 

" ^ — _ j 1'-' 

. Several excelleht sources of -actiy-tt-lcs. .are available: 



1) 



Teachers will contribute a wealth, of .activities if 
they feel that the gesture is sincere, that is, if 
you. use and acknowledge, their contribution. Cfri the 
next page is an example ,of the fJLyer we sent to our 
teachers. This received a good\response, but out 
personal contacts were much more\ productive. ' 



2) 



Principals or consultants can Suggest, areas and can 
often steer you" to. a teacher whbsd mind is a 
storehouse for activities. \ \^ 
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15. 



_Search"For Activities 




With more and more teachers using _ 
our speakers list anc( community resources 
in general, -WAC OP has decided to put 
together a booklet, for your use with: 

1) IDEAS on ways to use community resources; 

2) AQTIVITIES for use with student^s either- as 
introduction or fotlow^up to using a community resource. 
I^m asking for YOUR ideas so that, with the ones we have, 
we can compile a usable and valuable packet for everyone's 
use. 

So far*/ I',ye 1;hought of using community resources to: 

1. Speak on occupations 

2. r . Provide on\ occupations / " ' 
3v >Provlde vehicles . for Vehicle Carreer Days 
CAN yoft'THINK OF ANY MORE? ^ ' " , ' 

^. . ^ 

5. / ' \ 

6. - ^ ^ 
WHAT ARE SOME ACTIVITIES YOU CAN THINK OF THAT WOULD 
BE GOOD EITHER AS INTRODUCTION OR FOLLOW-UP TO THE, 
ABOVE? . U . . • . 
An introduc^ory/Follow-tJp activity for 
above ,Kould be: 




Name 



School 



/ 
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3) 



Adaptation of activities: nine out of ten times, \i 
activity that was a great success for teaching spetilng 
will also work in introdiictin or reinforcing a particular 
• concept related to information provided by a resourpe 
^ Games, bulletin boards, ^interest ""centers can all be 
adapted. 

Students are only too willing to share -activities they've 
enjoyed in their years of schooling. Probably even now at 
leatt one activity stands out in. your mind as this ond you, 
loved-and learned from. 

Teaching Publications offer a wealth of activities: 
particularly bulletin board -ideas and games." The bibliography 
at the, back I of this booklet lists .some publications we fouhd 
partlcularll- helpful'. . ' ■ - - ^ 

Brainstorming Sessions: Over coffeie or lunch try brainstorming 
as many activities ideas as you can: we came up with 10 
Ideas in 30 minutes-and ate 'lunch, tool < 



STEP # 12 



Devise a Way to Compile the Activities 



'. The ,idea here is to present the activities so that 
they' maximize the creativity of the teacher and minimize 
the need for further guidelines. ' \ 

;,■ . In compiling our .activities, we listed thcim only by 
type -hot by grade lev61 or sequence (whether to use the , 
activity as. an introduction or follow-up). ,^Thus we- had | 



\ 1 



1] 
2 



student assignments 

small 'group < assignments 

whole class activities 

games }- \ - * . 

d i s p 1 ay . ac t iv it i e 

special \types of career days 



Other alternatives are: 



I] 

3) 



List the activities by suggested grade level 
List the activities by use (Introduction, 
Re-enf oraement, --Follow-Up., etc.)- 
Llst_theJiactivities by area (Use with, speakejrs, 
use with |fiims, us e^ with field tripsj 



Following 'is a sampl^e of those we compiled. 
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-CLASSR00J4 ACTiVITIES 



'student Assignments 



1. Ha-ve students research and make a list of all wprds and 
terminology used in tAe ocpupation (^O Presented j 
If desired, -these may be -used as spelling words, for the/ 
week Of may be put int^ a class. .file with termiijQlogy | 
from other Job areas. , / , i 

•V ■ ' / 

2 While most people think of getting a Job as making, J 
^oney, they overlook the^ fact that-most Jobs-cosTlnone^ 
To^t Into. Itemize, for a particular occupation, thp 
cost of that job (education, car,., qiothes, tools j 
.uniform, etc.) "~"r - - - ' 

3. Individually, or as a group, have' the students conv|y. 
(in a written t)aragraph or by using descriptive words)* 
what they know about:. the occupations being presented. 
After the presentation^ have the students do the same 

' , thing and compare thetr increas^e in knowledge. 

4. Encourage" each student to! bring different tools of trade 
(or hati, shoes, etc..) usU by vai:ious worker j. Try to 
find cases where the same tool Is used by workers in , 
completely different occupations. . 

«5 Let. th6 students themselves decide upon^ the- resource 
^' they want, -make the r^eques^ pick complete "re ^a^ed- 
class activltie&i introducc^^the resource, write 1:hank^ 
. • you, etc. ■ , , :" ■, ' 

6. - ' Start a cla,3S. Gue.st Book. Devots-a page pr' tjro to each 

speaker inducing ..a^.,P^<?±«re , of the speaker,- his ^Ignatur 
occupation and a bTief summary of the iJ)forma.tipn , 
presented. Choose seyeral students totbe ln charge 
of the -Book.. 

7. Have the students read wani ads and/or Job Bank Data^ 
(available, from State Employment Service,) to find the 
availability of a particular (and other related) - 
position in Phoenix. • ' . 

8. Use TV ks a resource by assigning students to make a 
list of all careers they see during two nights of TV 

, (including news.) Discuss the idea. Is this Job 
really like it is shown on TV^? 

9. Let- interested students- prepare presentation PJ^terne^^ 
after the one they saw and present them to a different • 
class. t . 




' Small GrouT) a?>b^. nts 

' . ^ - ' ' ... -.^^ • I. 

1. Coiiectr^^usedi Veal equipment and use as- motivation for 
finding out what the equipment is- and who uses it. Clues 
can -^e^given daily untl^l someone guesses and the^i present 

^^--ii^format4^ about the mystery tool (s),. * 

2. Askjthe caas^l:'o''^magine^ ^ the job being sti^ie^d is 

* 'being phasMJout society. Have the 'class Thoos'e 

. tgaiAs (PRO-^aTTdCQN) and holf a debate on!?/hether this 
' job ^should be- phased out.. Hold- siscret ^balloting to ^. 
. determine if the* Job willjbe abolished. 

3* Choose va cpurtesy committee in - cil^arge of ref reshments, 
greeting^.the guest as he arrives/, etc . " Rotate the 
r.espqnsibiirty periodically. < . . 

I ■ 1 ' f--^^^^ ♦ , 

4. .Use al grid of th^c^ty and the Yellow Pages to pinpoint 
locations' of the/jbb.bethg discussed.- Compile the "-- ^ 
information and/relate^t jto an ov.er-Qr uAder-abui^dance 
for tl^e City of Phoenix-.J^This jni^y ^le^d to a study bf 
c zoning, - et c . ) . * W ^"^ _ ^ - ^ ' * . 

5« On a small map o*f the„ .United States, inquire end list 
the number of ' Jobs ^elhg- studied x^hich are employed /in 
each state. Discuss' reasons -for any deviation from, 
the average number. ' ^ 

6. To make students aware of the presence of a particular 
occupation^'' in -our spciety, have, students work in groups 
to cDllecjt^ different ways that that" occupation is ^ 
presented (mentioned in comics, in newspapers, any 
televisiph serLes with that occupation, want ads, etc.) 
Cut out the'se examples and paste on a bulletin board 
or in a so[rapi?ook ''IJOW WE HEAR ABOUT THE . 

?• with peirmission of the speaker, choose a group .to tape- 
record th4 presentation and tnake a library for future 

• reference. ' " ' . . - 



Wtiole Class Activities 

$: • • ' . / • 

As an exercise in listening; defcide with the classV 
Interview questions to be asked the resource Eacw^ 
student should fill out the f orm^ with the ansv;ers and 
then compare answers— they- will be'differ.ent. 

Get a hold of an emplbyiaent * test' for a particular 
occupation and let the students atterppt to complete i* 

Have^a^ 61,ass project which students .s^mtil at is a 
/'Work" activity; setting up a model ^weather station^ 
Qr^aniztng a classroom postg,l_syjSt,em charting an 
interesting travel trip across the'^U, S., building a 
botanical garden, etc. Then invite a resource person 
knowledgeable in that area to come out and "Judge"- 
the^ product. Several classes dould compete in this 
way"^ if desired. " , 

After the presentation^ ask the resource to role play 
with st^udents* a particular situation he may encounter 
In his Job. Have th6 resource be the custome,r and 
the student take the Job of the speaker. Use\the 
'situation to further discuss aspects of the Job. 

'Have the students wxite down only one word that is 
particularly relevant to them v/hen thinking about the 
information they have received; Make i.t a word that 
would cause them to associate with thei .speaker^ ,the 
occupation and/or the unit being studied. Have all 
tl^e students . tell what their word is'arjd explain why 
they chose it, The:n put all the words together in 
a collection for later reference. 

Arrange^ if possible to have a resource person teach 
'a simple skill during his presentation, Follovr up* 

with a project. using" the skill. For example^ a 

carpenter could teach his methodsof^ 
.Follow-up with, individual proji^e^snneasuring desks, 
^bullet5.a boards, . floor, 'eti. The most accurate 

measurements could be vrev/arded v;ith, free time^ to 

make a^pencil box using scrap wood and nails. 
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Display 



Arrange for the guest speaker to participate in a 
"To Tell The Truth" panel.. Have ^the students do 
research on the job first so they can asH intelligent 
questions, then vote to fine the real worker. After 
the garaei. let the speaker answer any questions the 
students may have. ^ ''"^^ * ^ * 

Have the students make a concentration '^ame with: 

A) Pictures of all people that the resource 
works with on a set of\ cards. 



B) Job description .and ^information on the 
other set of cards. 

Play Hollywood Squares: Set up the desks in th^ee 
sets of three. Choose one Master of Ceremonies, • 
tKo contestants, two /Judges and nine players — 
thp rest will* be the audience.- Ask questions 
about the specific occupatit)nal area Jbeing studied 
then have the playei: in the square picked by the ■ 
contestant answer the question. If the contestant 
correctly agrees or disagrees with the answer, hfi 
receives an "X". If the contestant incorrectly, 
agrees or disagrees with the answer, the: opponent 
receives an "O^. Whoever first gets^three marks 
in a row wins the game. * ^ 

Play career bingo by making playing cards for 
studeritk with names of workers 'in each. of the 20 
squaresL The "Master of ^ Ceremonies" is to read 
off different job descriptions (or tools or other 
clues) land the playeir blocks out each as it Is 
described. As in 'bingo, the, first person to 
block out a *row wins that ganie and c&n be "M.C." 
for the next 'game. ^^^-^ 
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Display Activities 



Have the students make a mini-box or diorama, display, 
of something they learned from the sp^'aker^ or* during 
the unit; If possible, have the mini~box Jiijclude an 
_^^*Stivity related to that .^6\. ^- »^ 

2., If permitted, make family J6B trees for-^all guests who 
come to the classroom. Display these for each speaker 
^and con5)are them with those of th6 students. Look for 
continuity of jobs or job areas. ^ 

3*. Instee^d -..of -^z simply assigning a:n oral or written report 
on a career, plan a^.career poster\conlest instead. 
Students art work or magazine cut 'and paste can compose* 
the top of the poster along with* the Job title, ahd:^ 
the Job description, can be included on the bottom. \. 
The; work might be displayed iri.the library or 
cafeteria and prizes ^'might be awarded. 

4. On ,a bulletin board, put A WORI^S WITH: Under it put . 
PEOPLE, DATA, THINGS. .LisTl/ords, drawings ^apd 
pictures under the appropriate area for that occupation^ 

5. All careers have a '^style" that is, the way the - 
occupatiori causes the worker to "live" v^ile on the Job* 
(Teacher on ^playground duty, taxi driver in a traffic 
Jam, workman eating lunch at the construction Gltc*) 
Explore the career style of th^ occupation being 
presented and list the results on a bulletin board; 

DID YOU EVER THINK THAT A _IUSUALLY: 

6. In many cases, workers are required to wear, certain 
clothing: uniforms, shoes, hats and caps in many cases.. | 
Following the oresentation, make a bulletin board- / 

titled: 1^ THE FITS WEAR ITI I Th"e blank space ' 

can t)e filled in with SHOE, HAT, UNIFORM and labeled 
pictures of different occupatJjans can be displaigg^U*— 



7. Makes diagrtuns of the Jinterdependency of vairious",' 

workers — put the job studied in the middle and on the 
jobs the worker is dependent upon; on the right: jobs 
J dependent upon the worker. 



ft: 



FARMER 
TRUCKER 



-GROCER 




HOUSKaFE 
RESTAURANTS 
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Career Days ' ' , , ' 

1. Career Vehicle D.ayt •* * / , ' ' 

. Essentlal'ly this involves contacting 10 or more ^ 

reV6]xrce^s whose occupations depend- greatly en /ehicles 
policeman, recreational vehicles, salesman, 
( farme^^^ driver, etc*<) and\ arranging 

fir Day 'where all of these vehicles are on display for 
stu(^ents to see. Mb^st effectively, the vehicles are 
a-rra'nged "in a circle on a large field and 'classes, of. 
"^8-tudents rotate from one vehicle to. another pa a 5-7 
minute" -schedule^^ This gives each resource a chance 
t<>-tell the student aboufe^the vehicle and answer any 
questions the student may have. 

2. ^ Jo)) WseVA^^^^^ Day:' ' ^ ' ^ 

' The , primary objective of a Job Observation Day 

(lOFy'p.lDV"} to placfe a student with a perspn^in an 
o}:"cupational area the student is. interested in fihdlng 
out more about. ' The J.G.D. lasts f6r 1 day: it is- 
/des'igned to ^erve as a "shadowing" , e^xperiehce and has — 
^ proven extremely effective in giving students an" idea 
y ot^what a typical work day involves in a particular 
o<^cupation. • ■ 

3. * ' Speaker^Days : , > - V' 

- - A Career Speaker Day offers each student a choice 
of -listening to several of maiiy resource speakers 
brought to the school for the day. Usually held in 
the morning, (or during , an entire day), the Day is 
arranged so, that each 50 minute period of ^ instruction 

, offers a choice of "6-10 speakers on various occupational 
areas." Students follow schedules which they have made 

* put for themselves prior to the Day and, depending upon 
the extensiveness -of the , Day,* students can be exposed, 
to- .as many as 6 occupjitional areas 



NOTE: Specific information cii each of these Days can bq 
obtained by writing to the address on page ii of 
this booklet. 
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STEP # 13 _ 

— 5r.- -H(>~f>evtse^Proce4^e 3 -and-^^ir^ — — - 

.yorms to^be Used 

' ."^ 

Procedures and tgutdf lines have to be developed for 
each fVihction whioh'thr Service. will perform. while 
functions c^n be added as the Service becomes more 
solidified, absolute necessities include: 

' /i. Processing Requests 

- II. . Conduct m on-going Search for Resource 
• Volunteers 



■ 7~ITr:.^ Expand-ing -th-g-Servlc e --tcr-o^fehe^Seh<De- l a,^,- 

rv, - Printing ilonthly Report • , 

Other functions which can be added later on are: ^ 

A. publication of -a monthly newsheet to teachers which 
dan list and suggest certain resources available 
through the Service. _ ^ 

.B. , 'Conducting. .6rientat ion sessions for ResQurc6s on 

topics such as:, • ' n 

a. "When "you,.. Come ,tQ-, A Cla'ssroom ... 
" b. Differ.ent iy'^^p0 Presentations 
c. Khat kids want^tb know, etc. ^ 

C. .Printing and mailing certificates ^^reciatlon to 

p^ersonsVo serve as resources, on 5 (or any number) 
occatesions du?^ing a 4 month period. 

D. Conduction' orientation sessions for teachers on topic 
' such— as:: '- — - — ■ - ..- 

a. When, and how to use a Resource 

b. Preparing your class ' * ' 
-c- Questioning stirategies 

" Following are the procedures and forms we used .for 
Functions I-IV ,( above) which have proven extremely 
successful. ■ ■ . , , ^ 

'l. Processing Requests (see next page) 

■\ * 



*Not necessary 'if deyeloping a Resource Directory 
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.. I. Processing Requests 



Request' ' . Thank you letter " . 

Confirmation Suggested. Information for 

Co^ifirm letter Classroom Guests. . 

Evaluation ■ Procedure Log ^ 



teacher 
student 
resource 



Procedure : 



Reeei-ve-bhe-requesl: checH to see that all information 

Is included. If any information is unclear o*r not 
given, the person making, the request is notified, 

2. Look through the cards on fil'e> fill the request by 
calling the resource and-- giving him the following' 
Information: _ " ' 

a. the purpose- for" which he is called 

b. the grade level and r^umber of students. 

c, the date and time of presentation 

d, ^the names" of the teachers involved and 
A e, where to report at the school 

f . he will receive a .Ifetter of confirmation with ' 
suggested information for resources 

g. ' what .equipment is available (if needed)' 

3. Fill out a confirmation slip in duplicate :''s6nd one^ 
copy to the teacher, keep one copy for the CCRS f^le.. 

4. Send the confirmation slip to the teacher) include T 
the evaluation form for the teacher and for the 
student. ' ■ ■ . - 



5. kecord the date of the visit on the CCRS palend^ar^J^: 

6. 'Write a letter" of confirmation' to the Resource and . 

include suggested iriformation if or classroom resources. 

^ • 1 ■ > ■ • 

,7. Call the resource and remind .him of the visit , the • 
day before the scheduled appearance. 

8, Receive and file the evaluation from the teacher 
, and student. 

9.. Send a thank you letter to the speaker: include the 
evalttation to be' filled out by the resource.. , 

l-O." Receive and- recwd the evaluation from the speaker. 

Record necessary information on- the back of the ■ U 
speaker file card and on the CCRS Procedure Log. ' 
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Display , F 



!• Processing^ Requests 



!• Receive>the request 



• COQPERATIVE XOMUIflTY RESOURCE SERVICE 
Form for requesting a Resource 

" <r' ■ - ' .D ATE_j ^SCHbor; GRADE^ 

I REQUEST ^ ... . ' f 



DATE MOST PREFERRED: \ ^BEFOR E' .. A FTER 

^^^"^ TIMES ^ I WANT THE RESOURCE AND THE SIZE GROUP 'FOR EAG 
FROM TO . ^ GROUP SIZE' -J>ROM ' . TO ' GROUP SIZE 



/ 



DO YOU WANT TO SPEAk'tO THE RESOURCE PRIOR TO THE PRESENTATION? • 

. : YESX NO- 

If "yes" where can 'the^-resource reach' you? - ' 

<■ HOME PHONE _TIME? SCHO"dL - . TIME? 

;It "no" please list a few classrobni activittes'vhlch we need to know to 
^pchedule the resource? ■- . "■ — n 

J >■ ■ , . 

^i??^^f^ to Cooperative Community Resource Service/Manzanita School/ 

0430 N. 39th Ave. /Phoenix 85021 _f Please us_eJJ.str.ict-_Mail-where 

'possible )- ThsLhlc You ' T ^ . - 



2. Look through resource cards on file (see page 7) 



Display . G 



3i Fllll out Qonfirmation slip in duplicate: 




Cooperative jCkSmmunlty Resource Service 
TONPIRMATION 



class '(es^ on 



from 



has been filled.. 
. ~Ts'"very willing to spe«Ic"t.b your" 
to. ' /"and will 



contacir"you"a^ prior to the visit. pe/She will 

_ _ arrive! at your FcHboT'of f iBe' at •, ■ ^ / • if any 

~?.^.;prohlems arise, ..please call "934-1642. 

._: A^^^?.^ the, presentation, w.ould you please fill "out the 

?'^°J??^l4.^'^*iy^*A'^P._^orih toy the teacher. If ^ou choose, 

: V.compleiie with the 'class, the enclosed evaluation form for the 
student; and return both forms-tothe R^a^rce Service by 
. ".. Thank 

PLEASE JCIDTE: 



.4. Sena confirmation slip to teacher; include the evaluation 
forsia for- the teacher and for the student. 



/ 



■ / 
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1'.. . I. 



Resoiirce Evaluation Form ^ 
TO BE. aOMPLETED^ BY THE TEACHER 



"IvTiat did you think of the resource acti/ity just completed? 
Please circle the riur&ber .which best expresses' your opinion: 



1. " Incomplete ■ 

i " 2 


3 




Well-Presented 

.5 


Comment : 




> 




, 2 . , Too Short/Long 

1 2 ' 

Comment : 


T 


> 4// 

■ ■••> II 


Well-Timed 


3;- Inadequate Resource ^ 

\1 . 2 


3 


^ ,/*." - 


Adequate Resources 

5- , . ■ 


Comment: 






■> 


4» Was disappointing 
.Comment : 


3 


/ ■ 

/ 


Fulfilled my 
Expectations 
5 



5. Negative Clasi 'Reaction 

,1. 2 3 

Comment: 



Pos it ive Class Ri5acti< 
5 



6, Wasn't well arranged 
■ by CCRS * 

. 1 ■ 2 

Comment : * 



6 



'Was well arranged 
by CCRS 

■ 5 



ERIC 



Please add any additional comments which are 'hot covered, above,: 

Please return to: . - . ' - 

; ^ ' Cbope'risitive Commvinity Resource Service 

^: ' Manzanita Elementary School 

8^^30 North 39th. Avenue 
f Phoenix, Arizona 85021 . 
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-Resource ^Ivaluat ion Form 
TO- BE COMPLETED BY THE. S^TiUDENT (S) 



What did you think of the- activity just completed? Circle 
thfi humBer'thaf isl be'st- f or feach section: " 1 is- low, 5 is high: 



i; Was: OK" 
1 

' comment : , 



It* was really interesting 

4 "5 . 



S: Wggn^f very" useJTul. 



2 



_I±_Wjaa_us.ef lil-Jt o-me.^ 
5 



Comment :* 



3.' ^tod iong/short 
I . ' 2 

Conunent : * 



< Right Length 
^ " 5 



4; Hird *t6 "imderstand 
1 2 

CQmment : / 



Easy to Ifriderstand 

4 • 5. • 



5. Didn't learn much 
1 " 2 

Comment : 



I learned a lot 
4 5 



^. ' heard, a Career Resource on this career before: 

^ , YES ' NO " 



Comment : 



Is there, anything you want to add : 



r 
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Displa y I 



5. Record the date on the calendar. 



Confirmation Letter 



-^Wrtte-ar-lBttef of conTrmatTon to the Resoyrc^: inc I ucle 
8ug^?est"ed Information for cl ?ssro'^rn Vii-aot's . 



V 5^ 



C6operatlve_a©nimunlty." 
Resource Service 
• Manz'anlta Elementary School 

■ 8430 Nortii 39th Avenue 
Phoenix, AZ 85021 
February 8, 1974 

Dr. Dennis McCurnln 
AZ yeterlnary Medical Association 
~4700-NO^iftir^Cent1N[l7"SuiTe~3rr ^" 
Phoenix, AZ 85012 

Dear\Dr. McCurnin: 

I am writing to confirm, our^onversatlon today diu:ing whichT you 
agreed to ^peak to a class/on your occupation of Veterinarian. 

The 7th and 8th grades at Alta Vista School are planning a Career- 
Day oh March. i5|. and are Inviting many speakers to make presentations/ 
on their varipulypc cupat ions. 1 have enclosed an Infbrmation. sheet ' 
which will give you Isin idea of the information the students may want 
to know. y ^^<A-^-^L<^^0i^ 







Alta Vlstfi^ School -is located at 8710 N. 31st Avenu^ (about \ block 
south of Duniap, right beside Cortex High School). Mrs. June/' 
'(|allagher, the teacher will send' a student to the front office to 
meet you at 8: 30 a.m. on Friday, March 15^ 

you requested, a l6mm. sound projector and screen will be 
provided for your presentation. - *. .^u^uu^SX^^^^^ O^a.^^ 

'We certainly appreciate your willingness to. share your^occupation 
to help make the world of work real to these students. If-' any 
proble^ should arise, please call me at 934-jl642. (8:15a.m.T2:45 p.m.) 

Mr. Bl'anchf ield, the principal, has*^ asked melto invite you to- stay 
for- lunch as our guest. ^ v • * 

Sincerely, ^J^y 





Secretary 

Cooperative Community Resource ServJ^ce 
Snclosure 1 . • 
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SUGGESTED INFORl-lATION FOR CMSSRCOM GUESTS 



-Th4s-shee-fe-wl-3:3r^be-&e- nt to the R esoTrrce a s s ugggsrte'd~b'ac"KgroCTi^ 



material only if you have not indicated the necessity of speaking 
with the Hesource prior to the visit. - • 

General P urpose ; ' 

1 ♦ - • • - 

To provide students an opportunity to mee.t and talk with adults and 
..to inquire about their .careers. ■ 

•To develop .an awareness of the worlds of work in all- fields of work. 
— _Tpo-shoW"how--the student^'"S-pT(e-s^ertt-dayN g-c^^ worlt relates to work 
;in adult life. ' 

-Attirer * . * * 



^-Please we the uniform, or clothes normally worn to work. Explain 
:lts purpose and value ' (include any safety equipment worn.) ^ 

-Tools y Equipment^ a nd' Samples of Work; 

;Bring'that which is most useful or imp^ortant on the job. Use same in 
•actual presentation. - . ^ ^ 

* ' . ' . ' ' ^ " ' . 

You will probably be interviewed by students in the class. During 
;the interview the following ppints^are likely to be considered: 

1. " Explain" a typical day of work 

J " * a. Stress the routine as well^ as the divergent aspects of your ^ 
. - b. Storytelling can be valuable! Relate interesting incident^-f 
from your work. ^ ' * T ' 

c. Clarify what you like most and, least of your work. 

2. Explain what personsil satisfactions make the job worthwhile for 
you and what disadvantages there are for you;' 

3. " Give a general idea of salafy. At this level, vacation time and 

otner bener-its are also of ^pteres.t. 

4. Explain the educatiqi? and experience required for this job. 

5. Could you briefly describe the personal" qualities one '.^ould 

need to do your Job-strength, -height, agility, ability to think 

rapidly, ability to matce decisions^ ability to deal with minor 

. .details, ability to deal with other people, etc? 

■> . 

"6. ■ Discuss" aiv definite safety and "danger features of the Job. 



I ' ■ 

^con'tY ^ Suggested Information for Classroom Guests" * 

. . ■ . • . 

, , ' . - ^ • ■ ■■ • ■ ^.-^ 

\. When possible, use s^lides-, films, charts and other audio- 
' Y-isual . aids : notiffy the teacher of any equiTsment you will 
need. \ ' ,-7.. ^ ■ " 



Si' Discuss whjXyou chose a "piartlcular career - how did you get 
. involved in this career?" 

9. \ Tenhnical^v terminology should be used but it 'must be explained. 
I You can. ihVolv*;^ teachers by, asking them to help explairv tsirms. 



10. If your Job is Seasonal,, explain the effect of weathers -oi 
, seasons and how your life style is affected",; . . ' ' ! 

~ ^ . \ ■ ■ ' I 

11^, If possible, give suggestions as to where students can write' 
letters to obtain additional information. ' ■ ! 



\ 



Taken from: Suggest igns for Using Community Resources 
■ ^ Peoria "Public ScI^ooIs,~T£oria, Illinoi^"^ 
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7.- Call the resource_the,day befire the Gchedu4e appearance, 
'"^telc he r^^ ^^^^^Patioh from the .student arid- the^ 

^ *o th« speaker: include the 

evaluation, to-be filled out . by. the resour.ee. 



-1 



-Dr. Dennis McCurnin 

h^rl^i^^i^^^^' Medical, Asso6iatlon 
WO North Central, Suite 311 
Phoenix, AZ. 85012-, / ' 

Dear Dr. Mc Cumin: 

We want to thank you for going to, Alta Vists*' 
to a class qn your., career as" a /eterinariarf. 



Cooperative Community Resource 
Service ' 
, -Mp.zanita Elementary School* 
8430 North 39th Avenue ' • / 
Phoe'Txix, . AZ. . 85021 ■' ' 
March 25-,. l^j,^ 




Day and speaking 



learned mnrP t fJ^l f^?''"^ understand him, and I - 

_any evalua.tipns--.vhich^were negat.i..e7 4^^^^ ^^^^J^^^J|-e„c_elY^._. 
veter4Qarian^ but^the studefts-.reiated'^ve;^^^^ gout you. 

t'o'J^^ri^^r ™ce' speake;;^ 



return It. to me when, you have a moraeSFTi ' 



•firll it in-^ 



We. hope this was- a, p-lea&ant ekperience -CoJ -ylC '?[ 



Sincerely, 



Secretary ^ ' ' — 

Cooperative Community Resource Service 

ps . • . . / 

Enclosure 



' ■ Resource, Evaluation Form • / ^ 

TO BE C.OMPLETED BY THE RESOC/RCE ' 

What did. you thinV: of the resou,rne Presentation Just 
completed? i (Please; circle, the appropriate number) • 

1. Class Wasn't 

, Well Prepared . ' - ' 

.1 2 ^ k 



fconpierit 



2. Pair Class. Response 

> 1' 2 3 

Coramerit^^ ? r 



. Class Was 
* Well^ Prepared 

...5 



Enthusiastiic Class Response 
if 5^ 



3. Unpleasah-t Experience 

123 

Comment: - / ^ ' 



Very Pleasant Experience 



4. Poorly Arranged by" CCRS 
,1 2 3 




We 11 Arranged by CCRS • 


Comments— 






,5/ First time as a resource 

1_ 2-^. ^3 




Have had Resource Experience 


^ Cbnraerft : ' - 

' ^- : i ^ 







6. I would like to^ be called- again 'as a Resource 



YES - NO . 

Would you, -please add any^ additfdnal comments here : 



PI eas e r e t urn t o : 

Cooperative Community Rg&^J^ce^S'eryice 
Manzanitk Elem^nta5^:Sc^ool 

Phoeriix?=^35Z^ 85021 
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7 



10" 



• Procedure Log 

Receive the resource evaluation. Record all necessary 
information ori back of resource card and on the 
Procedure Logi 

.-.i,-t. 



I 



Request 





















Vl 02 




















0 W 




IS 0) 



ca 



Resource- 
Conf irmeTi:^ 



a)< f 

0) O t 0 0) 



o^ 
ri ^ 



\ CD 
1 > 



I i 



f 
1 



1 



03 o ♦ 
I > 0) ♦ 

I 



•d. 

o 
o 



•i: 
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II • Conduet an On-fGoing Search 
for Resource VoXunteers 



Questionnaire form'y 
Program information sheet 



Pr oc edure : 
1. 



2. 
4. 



Determine/ that the person wants to be a vdluriteer: 
explain how the Servi/e works and-answer any 
- qiiestioris they may h^Ve. ^ j ^ ' \ 

Record all the neecfed information on the CCRS file 

AsY the volunte4r. if they would be interested In 
receiving further information about Careej'r Educati 

Ask the yol^ifriteer if they would be interested in 
attending'^a Workshop designed to discuss iraethods 
of presenting to all, grade levels . ' ' 
- ■ / . '1 
Record /all pertinent Information on the file card; 
send the Career Education information toi'the 
Resoturce. * 




The questionnaire form for this procedure can be 
found on pag e 7 . The Program Information sheet 
used in. this program can be found on page 10'. 
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III. Expand the IJae of the Service! 
. to Other Agencies 



A# Formfl netteasary: 
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Questionnaire - " - 

Information pamphlet on Using the Service 
^Parent questionnaire ■ ^ 

B. Procedure: 

\^ Assessthe need fqr use of the Service. (This form 
appears more appropriately irt. Display A on page 2A.' 



2.4 Compile the results of the qtiestiohnal??* 

3. Meet with the teachers; dis^tribute the inforraation 
pamphlet on Use of the Service. 

NOTE: Cost doesp't permit inclusion of "the information^, 
pamphlet printed for" using the Cooperative 
Community Resource Service. ^or the cost of 
mailing, a copy of . our pamphlet can be obtained 
" by writing to the address- on page ii') 

4. Send home questionnaires to parents: (also see 




MANZANITA^^MENTARy^CHOOir 
COMMUNITY RESOURCE SERVICE 



Dear jParent: 



Would you ,help our students fSJ.hd out jbO^jow^^^ 

Work by volunteering your time to serve as a resource? ' 

We are in the process of organizing a Cbramuiiity Resource 
Service Bank compose'la of community members like yourself 
who are willing to speak and share with stuients 
information abou,t their jobs,, hobbies, etc. ^ 

Please take a minute to read the attached card a.nd, I 
hope, to fill it out and return it tp school with your 
child. We wilcl be in touch . with you -within jsi few' 
weeks of receiving your card. ' ^ 

^* . ' * ' . 

Sincerely, . • 



P^i^clpal 



AM. 



IV. Print Monthly Report 

To: 

From:* Marie en Brown, and Pe^^y Scott 

Re: Cooperative Community Resource Service Report for April, 
Date: May 2^ 1974 \" ^ \ ^ , ; 



/'Specific information regarding the work of the Service is 
liS/ted by the three main' functions of the Service: Processing 
Requests, Conducting an On-Going Search for Resoxrrce Voliinteers 
arid Expanding the Service * to "other Agencies. > , 

'SECTION I: PROCESSING REQUESTS 

Reque'sts Received; of the 4o requests received, 38 were 
filled in Ap^ll. ' " 

w Sttidents and- Teachers exposed to Resources: Due to a 
duplicity factor of ooe student viewing several resources, 
figures given below reflect both single and multi-exposure 
to resources. 

Student : 

Non-dup lie at ed exposure to resource (one student: one 
resource:^ 



^B u ul44:4Uyed==a«y5^ ^ more 
than qne resource) 



Teacher: • . * 

_^^_Non-duplicated exposure to resptirce J one_ teacher : 

one resource) ^ - ' . 

^ Duplicated e^psure to resources (one teacher: 
mcJre thari orie resource) 

Teacher- and Student: 
Combined npn-duplicated exposure 



Combined duplicated exposure 

'Evaluations: >pf. 10^ -evaluation ratings completed by l8 
teachers, 88- ratings fell in a 4-5 category (on a 1-5 
sc,aie, 5 is hi^)* 

evaluation rating completed by 18 
students, 65 ratings fell in the 4-5 category. 

Of 48' evikluation ratings completed by 8 
• resources, 4o ratil^gs' fell in the 4-3 category. 



CONT"D^ ON FOLLpWIIjg PAGE ^ 



^ ■ 


; : Display M 

• ' ^ . f ^ * 
Coope:^ative Cpmraunity Resource Service Report for April (cont'd^): , 




SECTION II: 0N-t30ING SEARCH FOR RESOURCE* VOLUNTEERS 

^^.ResourcesCa'dded %xx OCRS files during 'this m9nth.. -^0 

yj.; '-i^ Persons Requesting and receiving Career"' Education ' 
^""^ "Information ^ ^ '\ 15 

"Total Volunteers on Active Resource OCRS Pile 328 ^ 

SECTION.. Ill: -EXPANSION. OP SERVICES TO OTrfER AGENCIES 

§eed§ assessments t^ilcen at the following ischooX indicated 
a definite need for use/ of the CCRS: The Phoenix Day School 
for the Deaf was added /to fhe Service, t^ringing to 5 (the total 
number, of schools) and 290 (the total number of teachers.) 
currently se/rved by CCR15TT 

■ " section " ivi '^NlISCELIANEOUS' ■ ' ^ " * . . 




Visitors': Mrs. Mary 6ord ier'^-^ftsspctarfee^spj^ . 




Education from Western Michigan Univprsity, Kalamazoo, Michigan 


, - . ... .... . , - - - T-^- 

' . . \ . . . • . ^ _ ■ ■ 
t- ■ ■ ■ " ' ' . ■ . 

■!-'''_ - ■ . ■ 

-'"■'* - - ■ • ' 

' / \ 

• ■ ' ■ ^ ' / - ■ . • ' . . ' 



' STEP # llf 



Print an Information Pamohlet 
How to Use the Program 



i\ir.^,Ji ^^fl ^?'^.^^^ developing a Resource Service oi- .a^Resourc/ 
Directory it will be. necessary to distribute information ab6ut / 
how to use the Proeram. Th^ " - fminwfng are s ugg es ted format's 



I. 



VIII, 
IX. 



■printing pamphlets on the Use ,of the Resource Service and 
of the Speaker Directory: 

An Information' Pamphlet for 
Using the Resource Servlxje : - 

Introduction 

Table of Contents • * ' 

. List of Suggestions for Using Res^yrces in the' Classroom 
Hoy to Request a. Speaker 

Whit Procedure the Service Uses in Processing Requests . 
Sufggested Ac|fivities 

" ?,pPor»sibilities to be Assumed by the Service and by the 
User of the Service , 

* Suggested Information for Classroom Guests 

* • 

Sample Forms to be .Used . * 




I. 

II. 

Ill 

IV. 



'Rn Information Pamphlet for 
Using the Resource Directory 

Introduction 
Table of Contents 

Suggested Procedure for contacting and scheduling resources 
including sample confirmation letter and questions which 
stuaents. may as,k. v - • 

/ 

Suggested Actlyltles for Use- as Enrichment to the Resource 
including sample suggested information sheet for Resources 
(the teacher can reproduce a sample thank you letter, and 
sample evaluations and send them to the resource)., 

oi^Pagf if (according to one of the formats listed 



VI. -Appendices of Gross Reference index of Resources 
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\ 



STE 



\ 



*Hir.e S$aff and Install Telephone 



I 



By nowi^ you're very \ close zb "D" Day, and_so -fear you Know: 



-M ^All- the procedures you are^ going to use (more or lens)/ 



2|| The locat\Lon of your s^rv.ice. 

3j) ^ The pamphlet for Use of the Service is or soon will 
l)e ready fpr distril)ution. 



The scfiools you ^v/ill begin serying. 
The necessary forms are or will soon be ready. 
The date you want to open the Service. 



One of the last things (believ^ it or, not) to.be done is to \ 
hire. -a, secretary and install the telephone. Depending upon 
your location you may need to order the phone early^ but order j 
It for only 1 0^:2 days before yotx plfin on opening the^ Service. 
yie, ins^talled a private^ business* phone to be operative 9 
months a year and /'pn vacation" fpr 3 months during the 
summer • 

You've; probably been looking for, or thinking about, the 
person^ you want to serve as the Resource Secretary. 
Qualit'Les such as someone who is: ' 



Dependable ' ^ 
At ease on the telephone 
Able to compose and type letters 
Efficient and organized 
Enthusiastic about the idea 
Resourceful ^ - ' , 

j^bie to use 'duplicating, machines 



Sound ilike Superman? Not really. We've found that the success 
of your\Service depends greatly on the person \Tho deals with 
resource's^ and teachers and a real effortwto find just the 
right person will pay off a hundredfold in the future. 



In our case, a ^rhonT^prlTirrnn I n^'niii iiiiiiili il o n^nthrr who had 
worked, as a paraprofessional aide at his schoolT(Ti^e 
intervilewed an^\|iired her for $2.^0 per hour, ,6 hours a day, 
5 days a week.) ' Other sources of. potential secretaries are: 
District personnel office. University Employment Service, 
parents of students, and the ever present "word of mouth." 
(For example /rof the Job Description, we used see tne 
following page. ) ^- 



*Not necessg-ry if developing 'a\Re'source Directory 
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Displa y. , . ,f([ 

C&operktlve- 
Community Resource Service' 

Jop Des1:ripTion: KEsWcE SECRETARY 

Jffi?®®°^^^® '^^^^^^^^ Will have tke"major responsibility f^T 
rifling requests for resources madeXby teachers from one high • ■ 
school one elementary school (yith more schools to be I. 
added at a. later date). \, \ • 

This involves : " » \ • . 

1. Keeping an updated file of allXreso.urcea.. ^ 

2. FpllowlTig all procedures nec.esskry i*n scheduling 
a' resource. A 

3. Keeping records or all services provided by the' 
Comtaunity Resource Service axid preparing a 

• ' " monthly report compiled froin these i.records. 

Skills: , 

-Typing: a mini-mum of 35 w.p.m. -ability to compose 
letters and knowledge of letter writing techniques 

. ahd grammar,.- Ability to handle all types of 
^ . personal contacts on a one to one basis, and the 

• ability to follow designated, procedures. 

Bnployer : . ' • . ■ 

John-Glur, Director , 
Westside Ai^ea Career Occupation Project 
6000 West Olive . ^ • 

Glendale, Arizona 



Office location: ^ 

Manzanita Elementary School 
; 8430 North 39ih Avenue ' 
• Ph^)enix, Arizona 

/ 



pates of Employ: 

January 28, '1974 



, - through Mdy' 31, 1974 
(These dates are tentative and subject to change) 



_Hoijrs 




■ Monqay"tnroug. ^ 

"8:15 a.m. - 12:00 p.m. 
12:30 p.m. - 2:45 p. 51/ 

Salary: - 

• $2.50 per hour 

Vacation Schedul^^.,/ 

February iSy l97f 
April 8-12, 1974^ 
May 27, 1974" 



J 
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STEP'# 16 . *- ' * . 

. " ■ , " * Train Staff Secretary' . " 

, ' ' • ' \ . 

Ii^ at alL -posslbre, it would be best to have one 

person. train and work closely with the secretary- for 



. *^. -le*8t a month until all procedures are "d^owp patt'V 

to is ' ■ ' . -. '■ • 

One of the be%t ways, to train the^ecretary is to 

provide situationap:' modeling: actually operate the 
Service and, -provide a model' for the "Secretary- using 
the procedures and- methods you would .prefer used for ' 
e'^h -Situation, „ ^ ' 

While the secretary can probably work independent 
of supervision. It is advisable to have a^ coordinator 
or* other person. with whom the secretary can speak should 
any problem arise. ^ , " . • 

*Not necessary if-developiiig a Resource Directory 



ERIC 



STEP #17 

^-Announce the Opening of the Service and Open til 



Announce to Teachers: 



Irr'egardless of th^> procedure ycu used to determine 
t.h«» noor^ ^^h'^_ ServiceJ you shou ldhave determined wWich % 



schools you will serve„ initially. (Do you need to review 
■Step # -2 oh pag e, g ?) ■ * ' . ■ 

Wp suggest introducing ;*the Concept of the Service, 
(or Diredtory) personally to eachi, JTaculty of 'each school. 



This can be done in 15 minutes during any faculty meeting. 
At that time: 



^ ^<w* x.^*^.?..^^ iv-* «^ », • . * •• 

and the Sponsoring Agency ^ 

br) Explain the 3 functions of the Service: 

1) to fill requests for resources, 2) expand 
its list of resources, 3) expand its services, 

V 

c) Give some examples of resources, in your files 
(choose "zippy" pnes;;.) . 

*d) Distribute the information, pamphlet "Using the 
Resource Service" and review the procedure for 
requesting a resource. 

* ^- > " 

e) Answer and questions and (upon request) let 
teachers keep the information for using the . 
Service. (Prior to the meeting attach a ' — 
request form to each pamphlet.) 

' .. ■ > • 

Announce to Resources; (This is optional) 

You may want to send a note to all resources on 
file notifying -^t hem of the opening., of the Service. 



! 



53 



# * 



STEP # 19 ■ . ■ • - " ^ ^ 

Conduct a Mid-Year (and/or'^nd Year) 
- " •■ Evaluation; of the" Proi^raT. . 

While the evaluations completed by- the re?sourafes, 
teachers and student will provide some -of this information 
a brief form i^ill be effective in giving speci^fic feedback 
about the needs being met* 

Ourvi)ost questionnaire ^followed the same format as^ 
the needs questionnaire. Information -gained should be 
used to improve, the Program. We used-.the form on the 
following page. . • 



Name 



COMMUNITY RESOURCE SERVICE POST " QUESTIONNAIRE 



Do you think the use. of' Communit'jr Resources has 
enriched your progfam? 



IfES 



NO 



Apprpxlc'teiy ho^^Tnany resources have' you' scheduled 
tbrpugh the OCRS? 



In which of the ^ollqwlng areas have you used community resources? 

_^ To provide Inforrndtlon on a j'ob or Job area . 

T o provide hands-on' experience 



yo teach a mlni-unl^ on relating a school subject to a *- 



career ajrea; 

To display and explain a hobby ' '. " 
_To demonstrate use of a particular tool of trade • 
JlQ participate in as Career Day featuring vehicles 
par.t.lcJLpate. in a; C.arser Day featuring speakers 

Other , , ■ . . 



Have you used the pamphlet "Using the Cooperative 
Community Resource Service? 

Did you use introductory' activities prior -to -the' 
arrival of. the ResQurpe? - , » ' 

Did you use f.ollow-up activities after the 
presentation by the Resource,? 

Will you continue to use the Resource Service --which 
contacts -and arranges for Community Resources at •■ 
ypur request? . > 

Please rate the operation^f^tfie-gfiRS^^^n^T^ilitio^ 
your own personal_fi:^r±€fS^i^ith it: 



45 ' Excellent 
CCRS has been: 

less effective as" effective . ■ more effective 

than using the Speaker's List to arrange your cwn resources? 




Did .the speaker (s) provided serve" the purpose ybu 
•intended? , . , , 
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III. SOME THINGS TO THINK.. ABOUT ' .. 
+ "Every rose has a thorn'* and while a small one^-r-e^ls 
necessary_to.be awax^e of it: it is >e-cy_dii-ricuit if not 
impossible, to injure the' quality. of context of the'resou^e 
presentation. The ultimate -responsibility for the 
classroom lies with the teacher, (and the principal, or/. 
■ course) and it is up, to the teacher to "cehgor". (*if ' 
.necessary) any inappropriate presentations. You ^ould--'-""* 
make this cl^ar to the schools using the SerViceZ also^ - , 
you may suggest that prior to a resource prese;ftation., 
-J;ea&hers-send home- no^res ^forming parent f o/ the scheduled. 

resource, then the parent has the option of allowing his 
^ child to hear "the resciyrce. This ts esjEe/ially advised in 



■cases of controversial subjects. .Advising the"^iHcipal 
.pf all scheduled resources" is also'^gge'stjgd. J 

+ ^ Certainly npt a necessity, Xut a "nicety" is the 'effort 
by your program to make the r^t of the community aware o^ 
the .contribution of your re/ources. One way to do this is," 
of course, through the Ipfcal news media; "another way is by ■ 
writing a latter to t\d supervisor .of the res'ource. In - " 
many cases, resoui;j2%s spend their days 'off or free. time 
•outside of woi:k^speaking tg ciasses; or a company' has 
institiitetT* a resource program on a tridl b&sis- and would 
e pleased to hear about its impact, ^n extra gesture like 
this goes a long way to. maintaining:, good relations Vith 
the "heart" of your Program. ' 



+ You will find out that once you get the Service "off 
and roiling-t It will run fairly independently and without 

ITiUCh o*C0Ul3lc# .Aw thio pOlnu COi'iSiuct.* 5>pO£i£>0rlxi^. iii-SeX' V iuc 

training for resources and t'eachers. Many^"r"e sources, .would - 
•be happy to/ attend a 3 hoUr mini-workshop designed to 
provlj4€?^*thera with insights into the :raethodologijSS of working 
with school age children* ' Likewise^ many teac^hers would be 
glad to attend a mini-workshop designed to give them ideas- 
on using resource^ in the classroom* j Xhese workshop icieas 
apply regarfiless of the Program, ypu^ initiatei. (For a copy 

^il_the-JWorkshxDp--A»r-e-^^ 

on page .ii. ) . ^ ."^ ' ' ^ 

A, _^\ ,, ^ - 

+ I V6^aye^^.s±B^fcfi^ke' 



^^^jtarxous-vrjes^ources «"in action^' It Has come in. very handy^ 
part ictilarly When teachers- have something visual to looV 
-"•alr^^iihe^ use of a resoxirce becomes more feasible • 

+ If: yo\ir Program is not operative year-round, it would 
be a nice gesture to send a note tp'the Resource indicating 
that you are "on vacation", and will contact them in the 
?all. ' We sferit a 5 X 8 card on the following page. 
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